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REPORT  TO  THE  BUREAU  OF  LABOR  STATISTICS 
ON  THE  1979  MASSACHUSETTS  JOB  OPENINGS  SURVEY  PILOT  STUDIES 


INTRODUCTION 


Because  the  Job  Openings  Survey  (JOS)   in  Massachusetts  is  one  of  four 
state  pilot  surveys  which  may  at  some  time  in  the  future  be  expanded  to  a 
full-scale  national  survey,  it  is  critical  that  each  facet  of  the  project  be 
reviewed.    This  report  concerns  the  major  technical  aspects  of  the  Massa- 
chusetts Job  Openings  Pilot  Surveys.     It  will   focus  on  how  the  state  survey 
staff  implemented  the  survey  design  of  the  U.  S.  Bureau  of  Labor  Statistics 
(BLS)  and  provide  information  on  the  feasibility  of  a  nation-wide  Job  Openings 
Survey.     The  report  reviews  topics  which  are  followed  by  comments  on  the 
Massachusetts  experience.     All  pertinent  aspects  of  the  survey  will  be  in- 
cluded in  this  paper. 

The  Massachusetts  Division  of  Employment  Security  (DES)  has  been  par- 
ticularly pleased  with  the  support  provided  by  both  the  National  and  Regional 
offices  of  the  BLS.     It  is  the  joint  efforts  of  DES  and  BLS  which  have  made 
this  pilot  survey  so  successful   in  Massachusetts.     Before  the  work  began,  the 
BLS  provided  a  clearly  written  and  comprehensive  manual.     It  explained  not 
only  the  purpose  of  the  project,  but  described  in  detail  most  of  the  tasks  in- 
volved in  implementing  the  survey.     Those  areas  not  fully  delineated  in  the 
manual  were  covered  in  several  conferences  held  in  Washington,  Utah  and  Boston. 
These  conferences  included  training  sessions  in  interviewing  techniques  and 
provided  opportunity  for  the  exchange  of  ideas  and  a  forum  for  discussion  of 
problems.     The  BLS  offices  have  been  available  for  advice  and  encouragement  on 
this  project  at  all  times  during  the  past  year.    The  principal  deficiency  of 
the  BLS  effort  is  their  failure  thus  far  to  produce  weighted  estimates  of  job 
openings  survey  data  for  all  the  participating  states.    This  problem  requires, 
fortunately,  a  one-time  solution  and  we  understand  it  is  almost  resolved. 
Massachusetts  looks  forward  to  continuing  its  research  into  job  openings  in 
this  state. 
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SUMMARY 


The  purpose  of  the  pilot  Job  Openings  Survey  in  Massachusetts  is  to 
test  the  feasibility  of  collecting  accurate,  usable  information  on  job  open- 
ings by  occupation  from  a  sample  of  1200  establishments.     The  collection  was 
by  means  of  two  printed  schedules:  one  short,  using  79  occupational  breaks  and 
one  longer,   listing  146  breaks.     These  were  mailed  to  the  sample.     Prior  to 
the  first  mailing,  telephone  contacts  to  the  establishments  were  made  to  in- 
itiate the  collection  process.     After  the  first  mailing,  telephone  contacts 
were  made  both  to  remind  non- respondents  and  as  an  alternative  means  of  data 
collecting  from  establishments  not  returning  the  mailed  schedule.  Shortly 
after  the  completion  of  the  first  round  of  the  survey,  a  Response  Analysis 
Survey  was  made  to  evaluate  the  quality  of  the  data  through  personal  visits  to 
a  subsample  of  200  establishments.    The  accuracy  of  completed  schedules  was 
validated.    The  organizational  structure,  hiring  practices  and  record  keeping 
methods  of  firms  were  also  checked  for  use  in  identifying  potential  sources  of 
error  in  the  reported  job  vacancies. 

Three  rounds  of  the  survey  have  been  completed  with  reference  dates  of  the 
last  business  days  of  March,  June  and  September,  1979-    The  data  from  the 
schedules  was  keypunched  and  the  cards  forwarded  to  the  National  Office  for 
computer  processing  and  analysis.     By  the  close  of  1979  tabulations  had  not 
yet  been  received  from  the  National  Office. 

The  interim  report  which  follows  summarizes  the  results  of  the  experience 
in  the  three  survey  rounds  conducted  thus  far:   reasons  for  non- response ,  meth- 
ods of  collecting  information,  differences  in  response  according  to  employment, 
size  of  establishments,  and  a  comparison  of  these  variables  in  the  three  com- 
pleted survey  rounds. 

Table  1   indicates  that  usable  response  increased  from  961  or  78  percent 
to  103**  or  86  percent  between  the  March  and  June  survey,  while  refusals  de- 
creased sharply  from  kd  to  16.     This  improvement  in  the  response  rate  is  attri- 
buted to  the  respondents'    increased  familiarity  with  the  survey  in  the  second 
round  and  to  intensive  follow-up  by  telephone  or  personal  visits.     Firms  no 
longer  in  business  were  also  purged  from  the  sample.     In  the  third  round  with 
reference  date  September  30,   1979,  usable  response  declined  slightly  from  the 
June  survey  due  to  a  small   increase  in  refusals. 

Table  2  presents  an  analysis  of  usable  responses  and  focuses  on  collection 
techniques.     The  first  round  of  the  survey  was  conducted  with  a  much  larger  staff 
than  subsequent  rounds  and  with  a  higher  number  of  field  visits.     This  change  in 


-  2  - 


staff  level  affects  the  analysis  of  the  different  methods  used.     It  does 
appear,  however,   that  the  telephone  is  a  useful  and  economical  instrument 
for  collecting  data,  especially  from  units  employing  fewer  than  250.  Such 
units  appeared  to  respond  poorly  to  the  rather  complicated  structured  ques- 
tionnaire mailed  them.     While  the  use  of  the  telephone  for  collection  was 
not  part  of  the  original  BLS  survey  design    but  rather  an  operational  decision 
of  the  Massachusetts  DES  staff,  its  success  has  resulted  in  changes  in  BLS 
methodology  which  incorporate  data  collection  by  telephone  for  all  states. 

This  report  also  contains  a  synthesis  of  experience  in  aspects  of  the 
survey  that  cannot  be  readily  quantified.     The  sample  used  in  the  survey  is 
representative  of  Massachusetts  industry  with  the  exception  of  the  absence  of 
companies  commencing  operations  after  early  1978.     Rapid  employment  growth  in 
many  of  these  non-sampled  new  firms  may  lead  to  a  downward  bias   in  the  number 
of  reported  job  vacancies.     The  cooperation  from  establishments  in  supplying 
job  vacancy  data  can  also  depend  in  part  on  whether  they  are  in  the  process  of 
expansion  or  decline.     The  replacement  in  the  sample  of  nonrespondents  by  pre- 
selected "Shadow"  or  alternate  units  presents  difficulties  when  the  "Shadows" 
also  failed  to  participate  in  the  surveys.     Large  mul t i -estab 1 i shment  units 
present  a  variety  of  problems  which  are  described  in  detail   in  this  report. 
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MAJOR  ASPECTS  OF  THE  JOB  OPENINGS  SURVEY  (JOS) 


I  SAMPLE 

The  Massachusetts  Job  Openings  Survey  consists  of  a  stratified 
random  sample  of  approximately  1200  employing  establishments.  The 
universe  from  which  the  sample  was  selected  is  the  State  Unemployment 
Insurance  (U I )  file.     The  sample  should  be  a  fair  representation  of 
the  Massachusetts  industrial  composition.     Companies  commencing  business 
after  the  base  quarter  used  for  sample  selection  do  not  have  the  possi- 
bility of  being  selected  for  the  JOS  sample.     A  bias  against  inherent  new 
jobs  available  is  therefore  present  because  of  the  lag  between  the  time 
a  company  starts  business  and  the  time  it  becomes  part  of  the  Massachusetts 
Unemployment  Insurance  file.     Within  this  lag  period,  a  company  may  fill 
most  of  its  job  openings.     Job  openings  as  a  result  of  new  business  would 
be  inadequately  measured.     If  new  firms  could  be  included  in  the  sample 
earlier,   it  would  enhance  the  validity  of  the  survey.     The  Labor  Area 
Research  Department,  Employer  Service  Representatives,  Status  Deter- 
mination Department  of  the  U.I.  Service  and  Chambers  of  Commerce  are  a 
good  source  of  this  information. 

Another  trouble  area  worth  investigating  is  the  category  of  firms 
refusing  to  participate.     Some  research  into  the  cause  for  refusal  and 
distribution  of  these  firms  would,  no  doubt,  prove  beneficial.  Common 
factors  such  as  size  group  or  industry  might  be  found.     Knowledge  of  the 
cause  for  the  refusal  might  enable  development  of  policies  to  reduce  the 
number  of  refusals.     Because  the  refusal  group  remains  small,  this  infor- 
mation   could  be  easily  obtained  and  would  pose  no  extra  staff  burden. 
Preliminary  analysis  in  Massachusetts  has  revealed  a  significant  number 
of  refusals  to  be  in  the  wholesale  and  retail  trade  establishments. 

The  weights  to  be  given  sample  data  present  a  problem.     When  a 
company's  employment  changes  between  the  quarter  used  for  sample  selection 
and  the  survey  by  several  size  groups,  the  proper  weighting  for  the 
sample  data  needs  close  attention.     Careful  consideration,  at  the 
national   level,  should  be  given  to  how  data  from  mu 1 1 i - report i ng  establish- 
ments should  be  weighted  and  whether  re-weighting  should  be  initiated 
for  reporting  units  with  large  employment  changes.     There  is  some  concern 
that  the  intricacies  of  the  re-weighting  process  may  not  have  been  fully 
eva 1 uated . 
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A  national  Job  Vacancy  Program  would  further  have  to  contend  with 
the  problem  of  sample  maintenance.     Shrinkage  in  the  number  of  sample  units 
is  a  continuous  problem.     When  an  establishment  refuses  to  respond  or  is 
otherwise  dropped  from  the  survey,  a  back-up  unit  or  shadow,  when  available, 
is  used.     There  is,  however,  no  replacement  for  shadow  refusals.     In  any 
survey,  over  a  long  period  of  time,   it  is  probable  that  many  shadow  units 
would  be  dropped.     To  avoid  a  significant  decrease  in  the  sample  size, 
more  than  one  shadow  would  be  desirable  for  each  unit.     In  this  way,  a 
fairly  constant  number  of  respondents  would  be  insured. 

Shadow  units  presented  further  difficulties  when  they  were  found  to 
be  a  branch  of  a  firm  which  had  previously  requested  to  be  withdrawn  from 
the  survey.  They  also  were  a  problem  when  the  original  establishment  was 
unique  in  its  industry  and  dropped  from  the  sample,  leaving  no  possible 
replacement.  The  first  problem  can  be  eliminated  by  making  sure  that  the 
shadow  is  not  just  a  branch  of  the  original  unit.  it  would  seem  the  only 
way  to  overcome  the  second  problem  would  be  to  accept  shadow  units  in 
industries  with  characteristics  similar  to  those  of  the  original. 

The  sample  listings  received  from  BLS  were  most  helpful   in  assisting 
in  the  preparation  for  mailing  out  the  surveys.     The  listing  of  establish- 
ments by  city  and  town  was  particularly  helpful  for  looking  up  phone 
numbers.     Easy  reference  under  virtually  all  circumstances  was  provided 
by  listings  by  name,  SIC  code,  town  code,  U.I.  employer  number,  and  cell 
design.     The  shadow  sample  was  listed  in  an  orderly,  comprehensive  way  so 
as  to  facilitate  selection  of  units. 

I  I         CONTROL  CARDS 

There  were  few  problems  with  the  control-file  format  provided  by 
BLS.    The  information  provided  on  each  card  proved  valuable,  especially 
the  response  codes.     The  contact  record  gave  a  good  picture  of  the  amount 
of  follow-up  needed  and  the  types  of  activity  which  occurred  during  the 
survey.     There  were,  however,  two  problems.     The  numbering  system  of  se- 
quential, but  not  consecutive,  numbers  causes  confusion  and  eliminates 
the  possibility  of  immediately  recognizing  sequential  cards  or  lost  cards. 
This  system  should  be  changed  for  the  future.     Second,  the  paper  on  which 
the  cards  were  printed  separated,  allowing  the  records  for  a  single  es- 
tablishment to  be  separated  at  times.     This  problem  is  being  resolved  by 
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the  National  Office  BLS  staff. 

I  I  I      JOS  SCHEDULE 

In  Massachusetts,  two  schedules,    were  to  be  tested,  one  with  a 
list  of  70  occupational  breaks  and  the  other  containing  a  larger  list  of 
146  occupational  breaks.     In  Massachusetts,  600  firms  received  the  long 
list  and  600  firms  received  the  short  list.     In  looking  at  the  response 
rates  for  the  1979  JOS  surveys,  little  difference  in  response  is  found 
between  the  two  schedules.     On  the  long  form,  more  specific  occupations 
are  listed  thus  making  it  easier  and  more  likely  that  an  employer  can 
find  a  listing  for  a  particular  opening.     The  short  form  has  fewer  and 
more  general  job  categories  listed  and  requires  more  effort  on  the  part 
of  employers  to  categorize  a  job  not  specifically  listed  on  the  short 
form.     In  addition,  the  greater  level  of  detail   facilitates  the  develop- 
ment of  employment  and  training  policy  and  plans. 

Contacts  with  respondents,  both  by  phone  and  by  analysis  of 
completed  questionnaires,   indicated  that  employers  did  not  wish  to  spend 
unnecessary  time  in  searching  general  job  categories  for  their  specific 
openings.     We  would  recommend  either  using  the  long  form  with  many  oc- 
cupations listed  under  different  job  groups  or,  as   in  the  Occupational 
Employment  Survey,  the  development  of  different  forms  specifically  designed 
for  various  industry  groups.     These  could  list  the  most  common  occupations 
and  provide  additional  space  to  include  other  job  openings  not  listed.  A 
survey  instrument  which  spells  out  common  occupations  specifically,  rather 
than  in  broad  categories,  would  be  easier  for  the  employer  to  fill  out, 
thereby  enhancing  the  validity  of  the  survey. 

The  total  employment  figure  was  often  omitted  from  the  box  on  Page  1 
of  the  returned  questionnaire.     With  the  present  format,  employers  seem  to 
omit  the  first  page  of  the  survey  and  commence  with  the  job  openings 
categories.     In  future  schedules,   it  is  recommended  that  the  request  for 
the  total  employment  be  placed  in  the  section  of  the  schedule  that  contains 
the  job  openings. 

IV        INITIATION  OF  SURVEY 

In  Massachusetts,  the  JOS  survey  was  introduced  to  the  sample 
establishments  via  a  telephone  call.    The  purpose  of  the  call  was  threefold: 
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1.  To  contact  the  person  in  the  establishment  who  would 
be  responsible  for  the  survey. 

2.  To  explain  the  survey  to  the  respondent. 

3.  To  verify  the  location  of  the  firm,  and,   in  case  of  mu 1 1 i  - 
establishment  units,  to  make  sure  thac  we  had  the  right 
estab 1 i  shment . 

Initiating  the  survey  by  phone  proved  to  be  a  cost-effective  approach. 
It  is  less  expensive  than  conducting  personal  visits  and  much  more  effective 
than  having  no  contact  prior  to  the  mailing  of  the  survey.     The  phone  call 
produces  the  name  of  a  person  who  agrees  to  be  responsible  for  the  survey 
and,   if  follcw-up  is  necessary,   reduces  the  follow-up  contact  tine  signi- 
ficantly.    The  phone  call  also  provides  an  opportunity  to  verify  addresses 
and  make  sure  that  the  establishment  is  the  correct  one.     In  essence,  the 
phone  call  helps  in  directing  the  survey  instrument  to  the  proper  person, 
and  it  helps  to   inform  the  employer  who  is  dealing  with  the  JOS  survey 
for  the  first  time. 

V  INTERNAL  PROCESSING  OF  JOS  SCHEDULES 

When  a  schedule  is  received  in  the  office  it  is  processed  in  the 
following  sequence: 

A.  The  assigned  clerk  opens  the  mail,  puts  schedules  in  numerical 
order,  and  checks  off  the  schedule  on  a  control  listing.  They 
are  then  forwarded  to  a  staff  person  for  editing. 

B.  If,  during  the  editing  process,  there  is  a  question  concerning 
the  data,  the  schedule  is  put  aside  pending  a  telephone  call 
to  the  firm.     Once  the  data  is  complete,   it  is  returned  to  the 
clerk  for  further  processing. 

C.  The  JOS  control  card  is  pulled,  and  the  response  code  recorded 
on  the  card.  At  this  time,  a  consecutive  sequential  number  is 
assigned  to  the  schedule  for  filing  purposes. 

D.  Schedules  are  then  coded  onto  input  sheets  to  be  keypunched. 
The  schedule  is  then  filed  to  complete  the  process. 

V!         EDITING  THE  DATA 

In  the  course  of  editing  schedules,  certain  recurring  problem  areas 
arose  which  required  attention. 
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A.  Temporary  Help  Agencies 

There  is  some  question  as  to  whether  data  from  these 
establishments  should  be  included  in  estimating  job  vacancy 
rates.     The  data  gathered  from  these  agencies  has  varied  greatly 
over  the  three  surveys,  with  responses  of  no  openings  or 
hundreds  of  openings.     It  also  must  be  remembered  that  these  jobs 
are  temporary  and  some  may  last  only  one  or  two  weeks.     In  ad- 
dition, we  have  encountered  some  reluctance  from  these  firms  to 
participate  in  the  survey.    This  reluctance  may  stem  from  the 
competition  among  the  various  agencies  for  the  available  temporary 
jobs  and  the  desire  to  keep  this  information  confidential.  We 
would  appreciate  a  review  of  this  issue  by  BLS  so  that  in  the 
future  all  states  can  deal  with  these  agencies  consistently. 

B .  Reported  Employment  Differs  from  Pre-Coded  Benchmark  Employment 

In  dealing  with  some  responses,  we  found  the  sample  unit 
to  have  a  considerably  different  employment  figure  than  the  pre- 
coded  benchmark  employment  taken  from  the  March  1978  Employment 
and  Wage  Report.     The  discrepancy  usually  resulted  from  a  multi- 
establishment  firm  giving  data  on  too  few  or  too  many  units,  or 
from  a  significant  growth  or  decline  in  business  activity  in  the 
time  between  the  survey  and  the  March  1978  base  figure. 

An  attempt  to  resolve  these  differences  between  pre-coded 
and  reported  employment  was  made  by  contacting  the  employers.  In 
doing  this,  mu 1 t i -estab 1 i shment  firms  have  been  instructed  to  report 
only  for  sample  establishments.     Some  respondents  experienced, 
marked  growth  or  decline  in  payrolls.     It  was  found  that  some 
mu  1 1 i -estab 1 i shment  firms  are  either  unable  or  unwilling  to 
report  for  single  establishments.     In  such  cases,  as  in  others 
where  employment  differences  are  big  enough  to  change  the  employ- 
er's size  class,  a  definite  need  exists  to  assign  new  weights  to 
the  survey  data.    The  mechanics  of  the  re-weighting  process  de- 
serve special  consideration  by  BLS. 

C .  Colleges  and  Universities 

In  the  course  of  the  survey,  it  was  noted  that  some 
colleges  and  universities  reported  current  employment  significantly 
different  than  the  benchmark  employment  because  school  personnel 
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offices  handled  only  non-faculty  positions.     Teaching  positions 
were  handled  by  the  school  administration  or  individual  depart- 
ments which  were  either  impossible  to  locate  or  unwilling  or 
unable  to  furnish  us  with  their  openings.     This  situation  was 
confined  to  higher  education  and  deserves  consideration  by  the 
BLS. 

VI  I  FOLLOW-UP 

Extensive  follow-up  of  non-respondents  was  necessary  to  attain  a 
high  response  rate.     In  the  JOS  survey,  follow-up  was  either  by  telephone 
contact  or  field  visit.     The  telephone  method  is  the  least  expensive  and 
time-consuming.     Experience  has  shown  that  many  respondents  will  not  fill 
out  the  survey  form  without  at  least  one  phone  reminder,  although  some  will 
respond  immediately  upon  receipt  of  the  schedule. 

The  phone  follow-up  very  often  obtained  survey  data  when  the  caller 
gave  the  respondent  the  options  of  mailing  the  schedule  in  or  giving  the 
information  over  the  phone.     This  was  most  common  in  firms  with  employment 
of  under  500.    There  is  no  doubt  that  giving  employers  these  options  has 
greatly  increased  the  response  rate.     In  the  March  survey,  37  percent  of 
the  response  was  received  over  the  phone;   in  June  35  percent;  and  in 
September  kO  percent.     In  this  respect,  the  JOS  survey  has  differed  from 
other  BLS  surveys  such  as  the  CES  790,  OES  and  Labor  Turnover  in  which  a 
phone  response  is  not  an  accepted  practice. 

Field  follow-up  was  used  mostly     for  companies  with  over  500  employees. 
This  technique  is  more  expensive  and  time-consuming  than  using  the  phone. 
Although  field  visits    were  generally  carried  out  without  prior  appointments, 
the  field  visitor  was  generally  able  to  speak  with  the  contact  person.  The 
respondent  was  asked  to  fill  out  the  form  during  the  visit  and  most  of  the 
t  i  me  comp 1 i  ed . 

Survey  data  collected  from  field  follow-up  decreased  over  the  three 
surveys  from  a  high  of  22  percent  of  usable    response  in  March,  to  5  percent 
in  June,  to  zero  in  September.     The  reasons  for  the  decline  were  a  sig- 
nificantly larger  mail   response  in  the  June  and  September  surveys  as  well  as 
a  decrease  in  staff  and  available  transportation  to  conduct  field  visits. 
Based  on  the  cost/time  factor  involved  it  may  well  be  advantageous  to  keep 
field  visits  to  the  absolute   "minimum  if  the  JOS  were  to  become  a  regular 
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program. 


VIII     SAMPLE  MAINTENANCE 

The  BLS  has  provided  a  shadow  sample  to  replace  those  units  lost 
through  refusals,  out  of  business  etc.    After  the  March  survey  round, 
this  shadow  sample  was  used  to  add  195  firms  to  the  sample.     No  shadows 
were  added  for  the  September  survey,  but  ^9  firms  were  added  to  the 
December  survey.     Shadows  were  provided  for  companies  which  fell  within 
the  following  criteria: 

1.  Any  firm  which  was  coded  a  refusal,  out  of  business,  non-mai lable, 
out  of  scope,  or  submitting  unusable  data. 

2.  Any  firm  which  was  classified  as  a  passive  refusal   for  the 
March,  June  and  September  rounds  was  pulled  from  the  sample 
and  its  shadow  unit  activated  for  December.     (A  company  that 
does  not  refuse  outright  to  do  the  survey,  but  fails  to  complete 
the  forms  within  the  specific  collection  period  is  classified 

as  a  passive  refusal.) 
Resort  to  a  shadow  sample  does  not  ensure  successful   replacement  of 
all  firms  which  are  dropped  from  the  original  sample.     A  firm  cannot  be 
replaced  by  a  shadow  under  tne  following  conditions: 

1.  A  firm  is  so  large  that,  within  a  given  area  and  industry,  it 
constitutes  the  universe  with  a  corresponding  weight  of  1.0. 
Consequently,  there  is  no  suitable  replacement. 

2.  The  firm's  shadow  unit,  selected  for  having  the  same  character- 
istics as  the  original  unit,  will  also  either  drop  out  or  never 
respond  at  all.     Such  units  usually  employ  less  than  five  and 
have  gone  out  of  business,  their  present  address  or  telephone 
number  are  unknown,  or  they  refuse  to  do  the  survey  because  they 
say  they  are  too  small  and  never  have  any  openings. 

3.  Another  type  of  problem  occurs  when  a  firm's  out-of-state 
corporate  office  completes  the  Employer  Contribution  Report 
form.    The  firm  is  therefore  assigned  the  single  out-of-state 
geographic  code  and  consequently  a  shadow  with  the  out-of-state 
code  will  also  be  selected.    The  survey  staff  will  then  often 
have  difficulty  in  identifying  the  location  of  the  Massachusetts 
establishment  and,  having  found  it,   in  getting  the  local  unit 

to  fill  out  the  form. 
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*4.      A  large  mu  1 1  i  -es  tab  1 1  shment  firm,  will  sometimes  have  as  its 
shadow  another  unit  of  the  same  company.     In  the  case  of  one 
very  large  employer,   information  from  both  the  original  and 
shadow  units  is  unusable  because  all  surveys  are  completed  at 
the  corporate  office  which  will  supply  data  applicable  only  to 
New  England  as  a  whole  rather  than  to  the  survey  units. 

5.      Finally,  a  cooperating  employer  may  be  overburdened  by  having 
shadow  units  added  to  its  survey  responsibilities.  The 
corporate  office  of  a  large  supermarket  chain  had  filled  out 
schedules  for  five  of  its  establishments.     When  shadows  were 
selected  for  the  June  survey,  two  more  establishments  were  added 
to  its  response  burden,  and  the  chain  eventually  withdrew 
entirely  in  September,  saying  that  they  were  doing  too  much. 

REFUSALS 

Generally,  the  shadows  have  been  useful   in  maintaining  the  sample, 
but  further  information  should  be  given  as  to  the  reasons  for  refusal. 
The  following  are  the  principal  ones: 


1.  Small  firms,  notably  in  Size  Class  1,  saw  no  reason  for 
participation  in  the  survey.     Many  were  run  by  families  or 

had  only  one  or  two  employees  with  little  or  no  turnover.  Since 
they  seldom  or  never  have  openings,  they  view  the  survey  as  an 
unnecessary  burden. 

2.  Firms  employing  more  than  500  often  fall   into  the  category  of 
passive  refusals.    The  complex  organizational  structure  may 
make  it  difficult  to  find  one  person  who  has  knowledge  of  all 
job  vacancies  in  the  entire  unit,  or  who  is  willing  to  take  the 
responsibility  to  collect  data  from  other  departments  in  the 
company . 

3.  Some  units  refused  in  September  because  they  were  given  the 
impression  the  June  survey  round  was  the  final  one. 

k.      Other  reasons  were  cited  such  as  an  employer  policy  not  to 

participate  in  voluntary  surveys;  employer  fear  that  the  state 
employment  service  would  send  applicants  to  fill  their  job  open- 
ings; and,  employer  decisions  that  this  was  one  more  survey  on 
top  of  an  already  intolerable  number  of  government  surveys. 


RESPONSE  ANALYSIS  SURVEY  (RAS) 


BACKGROUND  AND  USES 

The  Response  Analysis  Survey  (RAS)  was  designed  to  identify  both 
the  type  and  magn  i  tude  of  problems  incurred  in  the  col  lection  of  job 
vacancy  data  so  that  appropriate  modifications  can  be  made  in  the  design 
of  a  full-scale  future  program. 

Response  Analysis  interviews  were  conducted  with  200  randomly 
selected  establishments  within  the  1200-unit  Job  Openings  Sample. 

The  RAS  is  broken  into  two  parts        the  Unit  Profile  and  the 
Quality  Measurement  and  Reconciliation  (QMR)  components.    The  Unit  Profile 
Questions  are  designed  to  produce  information  on  l)   recruiting  and  hiring 
practices  of  firms;  2)  the  flow  of  information  on  job  vacancies  between 
the  office  of  the  respondent  and  the  organizational   units  within  the 
establishment;  3)  record-keeping  practices  for  job  openings,  and  k) 
understanding  of  definitions  by  the  respondent.     The  Unit  Profile  Questions 
are  designed  to  provide  insight  into  the  extent  to  which  bias  actually 
occurs  from  any  of  these  sources. 

The  Quality  Measurement  and  Reconciliation  (QMR)  component  of  the 
RAS  is  designed  to  assess  the  quality  of  the  information  reported  on  the 
original  schedule,  as  well  as  to  identify  the  available  sources  of  infor- 
mation on  job  openings. 

Three  sets  of  vacancy  data  will  emerge  for  each  unit:  original 
observations;  QM  observations  that  measure  total  vacancies  by  occupation; 
and  reconciled  data  that  will  measure  and  explain  differences  between  the 
original  and  QM  observations. 

RAS  OPERATIONAL  PROCEDURES   IN  MASSACHUSETTS 
A.       RAS  Master  List 

In  preparing  for  the  RAS  interviewing,  a  master  list  of 
the  firms  was  compiled  by  the  labor  market  area  in  order  to  ex- 
pedite the  scheduling  of  interview  assignments  at  the  firms. 
This  was  done  so  that  interviewers  having  regular  responsibility 
for  reporting  on  certain  labor  areas  could  be  assigned  RAS  calls 
i n  thei  r  area . 

The  RAS  listing  included  the  names  of  the  200  firms,  town 
locations,  total  employment  and  schedule  number.     This  information 
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was  copied  from  the  control  cards. 
B  .       System  fcr  Routing  the  Returned  JOS  Schedules   Involving  RAS  F  i  r-ris  . 

A  filing  and  processing  system  was  developed  for  returned 
JOS  schedules  from  firms  in  the  RAS.     This  was  done  in  order 
to  aid  the  RAS  supervisor  in  maintaining  control  over  the 
progress  of  the  survey  and  to  enable  him  to  efficiently  super- 
vise the  activities  of  the  several  interviewers. 

After  the  JOS  schedules  were  received  back  in  the  mail 
and  checked  in,  all   the  RAS  schedules  were  sent  to  the  RAS 
desk  along  with  the  JOS  control  card.     The  RAS  control  card 
was  then  pulled  and  the  following  information  copied  from  the 
JOS  control  card: 

1  .     Contact  person  and  telephone  number 

2.    Address  correction 

3-     Date  and  type  of  JOS  response. 

The  JOS  control  card  was  then  returned  to  the  appropriate 
file,  ei  ther  usable  data  or  unusable  data,  wh  i le  the  RAS  control 
card  was  filed  in  its  appropriate  file. 

The  receipt  of  the  RAS  schedule  was  checked  off  on  the 
master  list  with  a  red  check  if  usable  or  blue  one  if  unusable 
such  as  out  of  business  or  a  refusal. 

Any  information  received  on  a  RAS  firm  either  via  mail  or 
telephone  concerning  a  refusal  or  out  of  business  was  checked 
on  the  master  list    as  welt  as  the  control  card. 

The  usable  RAS  schedules  were  filed  by  labor  market  area. 
Each  interviewer  was  assigned  a  code  number  and  this  number  was 
recorded  on  the  master  list  to  keep  control  of  the  RAS  contacts. 
C.      RAS  Kit 

After  the  firm  was  assigned  to  an  interviewer,  the  RAS 
schedule  was  pulled  from  the  file  and  a  RAS  kit  made  up.  The 
kit  included  the  following: 

1.        A  listing  of  job  openings  as  noted  on  the  RAS  schedule  and 
inserted  in  an  envelope.     It  was  thought  that  it  would  be 
easier  and  more  efficient  to  record    openings  on  a  form 
rather  than  to  make  a  copy  of  the  entire  schedule. 
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2.  Unit  Verification  Sheet  (SO— 901)   (see  Attachment  A) 
filled  out  and  attached  to  the  outside  of  the  envelope 
containing  the  listing  of  job  openings.     An  address  label 
was  attached  to  the  Unit  Verification  Sheet  in  the  space 
provi  ded . 

3.  Unit  Profile  Form  (BLS  3115  A)   (see  Attachment  B)  with 
address  label  attached  in  the  space  provided. 

k.        QMR  Form  (BLS  3115  B)   (see  Attachment  c) 

5.  End-Of- Interview  Report  (BLS  3115  E)   (see  Attachment  d) 

6.  Two  sheets  of  blank  paper  for  notes. 

7.  All   the  material  was  inserted  in  a  large  manila  envelope 
with  the  name  of  firm,  city  where  located,  schedule 
number  and  name  of  interviewer  on  the  outside  of  the 
envelope.    The  RAS  Kit  was  then  given  to  the  appropriate 
i  nterviewer. 

Interview  Appointment  Procedure 

The  i nterv i ewers  usually  made  calls  for  an  appointment 
to  visit  large  firms,  employing  100  or  more  employees. 
Some  interviewers  found  it  easier  to  call  on  firms  without  an 
appointment  regardless  of  their  size.     Since  many  of  the  smaller 
firms  had  responded  to  the  survey  via  telephone,   it  was  felt 
that  they  might  be  reluctant  to  agree  to  a  telephoned  request 
for  a  personal  visit.     It  was  found  that  an  interviewer  could 
utilize  his  or  her  time  more  efficiently  in  making  cold  calls 
as  they  could  make  more  visits  in  an  area  during  the  day.  It 
was  thought  that  more  reliable  data  could  be  gathered  for  the 
RAS  by  personal  visit  rather  than  by  collecting  it  over  the 
telephone  if  the  firm  refused  to  agree  to  any  appointment.  There 
were  no  complaints  received  from  firms  where  visits  were  made 
without  an  appointment. 

There  were  several   instances  where  an  appointment  had 
been  made  via  telephone  for  the  RAS  and  the  interviewer  ex- 
perienced long  delays  (an  hour  or  more)  before  the  contact 
person  was  available.     Because  of  this  problem,  interviewers 
could  not  schedule  more  than  two  appointments   in  a  morning  or 
afternoon . 
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However,   in  cases  where  no  telephone  appointment 
was  made,  when  the  interviewer  found  the  contact  person 
was  not  immediately  available,  a  time  was  set  up  for  a 
future  visit.     The  interviewer  was  thus  able  to  proceed 
wi  th  the  next  ca 1 1 . 

In  other  situations  where  the  contact  person  was  present 
but  didn't  have  the  time  available  to  do  the  RAS ,  an  assistant 
or  secretary  was  usually  assigned  to  handle  the  interview. 
Thus,  the  interviewer  was  not  forced  to  make  an  appointment 
for  a  future  visit. 

E.  Post- I ntervi ew  Review  of  RAS  Kit  and  Control  Card  Update 

After  the  interview  was  completed  the  kit  was  turned 
in  to  the  RAS  desk  where  it  was  edited  and  checked  off  on  a 
master  list.     Any  questions  on  the  data  were  resolved  at  this 
time  between  the  interviewer  and  the  RAS  supervisor. 

The  response  code  and  date  were  then  recorded  on  the  RAS 
control  card  and  the  RAS  kit  was  then  filed  as  complete. 

Every  two  weeks  the  RAS  control  card  information  was 
listed  on  the  RAS  status  update  form  for  transmittal  to  Wash- 
ington.    The  control  card  was  then  put  in  the  completed  file. 

F .  RAS  Interviewers. 

Interviews  for  the  RAS  were  done  by  15  people.  The 
number  of  interviews  per  person  ranged  from  one  to  fifty-two. 
Ten  of  the  interviewers  were  from  the  Research  staff  of  the 
DES  and  this  group  conducted  9^  of  the  interviews,  one  Labor 
Market  Economist  doing  52  himself  while  the  remaining  k2  were 
fairly  evenly  divided  among  the  other  nine  people. 

Five  interviewers  from  the  Research  and  Program  Develop- 
ment Unit  of  the  Department  of  Manpower  Development  completed 
63  interviews.     Two  of  this  group  did  46  of  the  interviews  with 
the  remaining  17  being  divided  among  the  other  three  people 

COMMENTS  ON  THE  RAS  FORMS 

The  Response  Analysis  Survey  (RAS)   involved  three  forms--the  Unit 
Profile,  the  Quality  Measurement  and  Reconciliation  Schedule  and  the 
End-Of- I nterview  Report.    The  Unit  Profile  attempts  to  examine  for  each 


-  15  - 


RAS  reporting  unit  the  recruiting  and  hiring  process,   information  flow, 
record-keeping  practices  and  the  respondent's  comprehension  of  defini- 
tions . 

The  second  form,  Quality  Measurement  and  Reconciliation  (QMR) , 
attempts  to  assess  the  quality  of  information  that  the  reporting  unit 
supplied  on  the  original  schedule  as  well  as  to  identify  the  available 
sources  of  information  on  the  job  openings. 

The  Unit  Profile  Form  seemed  to  work  best  with  those  companies 
where  the  respondent  was  located  in  the  personnel  office.  However, 
even  then,  the  interviewers  had  many  questions  on  the  format  and  in- 
terpretation of  the  various  questions.  Some  of  the  interviewers  did 
not  actually  fill  in  the  Unit  Profile  Form  until  after  the  interview,  as 
they  found  the  interview  went  smoother  and  quicker  if  they  did  not  have 
a  formal  paper  from  which  to  record  answers  during  respondent  questioning. 

For  companies  with  no  personnel  department  the  interviewers  had  a 
difficult  time  fitting  the  information  they  gathered  into  the  form.  A 
lot  of  time  was  spent  by  the  RAS  supervisor  reviewing  and  clarifying  the 
answers  recorded  on  the  Unit  Profile  Form  by  the  interviewers  in  order  to 
get  some  measure  of  uniform  interpretation.     This  was  time  well  spent  as 
the  Unit  Profile  Forms  were  completed  in  such  a  manner  that  tabulations 
would  be  possible  for  all  firm  sizes. 

The  interviewers  reported  little  or  no  success  in  obtaining  an 
organizational  structure  chart  from  RAS  respondents  regardless  of  the 
size.     However,   it  was  generally  agreed  that  the  interviewers  were  still 
able  to  get  a  general   indication  of  the  scope  of  the  respondents  knowledge 
of  job  openings  within  the  firm. 

It  was  requested  that  the  QMR  Form  be  filled  out  where  applicable 
even  though  a  firm  did  not  have  any  job  openings.     For  the  most  part  the 
interviewers  did  fill   in  the  type  of  recruiting  and  source  of  information 
while  at  the  firm.     Those  interviewers  that  had  not  completed  the  forms 
did  so  when  they  turned  them  in  to  the  RAS  supervisor. 

Very  few  firms  had  job  openings  records  to  refer  to  during  the  RAS 
interview.     Some  of  the  larger  firms  that  did  keep  records  and  had  a 
number  of  openings  made  copies  of  the  listing  for  the  interviewer.  Others 
gave  the  listing  to  the  interviewer  to  use  for  comparison  with  the  original 
survey  response.     In  no  case  did  the  interviewer  get  involved  with  the 
Standard  Occupational  Code  Manuals  during  the  interview. 
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Those  firms  with  few  openings  usually  had  no  records  and  the 
interviewers  found  that  the  information  on  the  survey  form  was  more 
accurate  than  the  QM.     The  exception  to  the  superior  data  on  the  RAS 
survey  form  was  found  when  the  respondent  had  filled  out  the  original 
JOS  form  incorrectly  due  to  a  misunderstanding  of  the  instructions. 
In  those  cases  the  QM  data  was  used  for  the  reconciliation  column. 

The  interviewers  had  few  questions  on  the  End-Of- I nterv i ew  Form. 
The  form  seemed  to  be  appropriate  for  any  size  company  In  obtaining  in- 
formation as  to  the  respondents'  attitudes  toward  the  survey  and  any 
problems  associated  with  the  survey  procedure. 

TALLY  OF  RAS  DATA 

A.      Total  Responses 


Responses  Percent 

Usable                                                   109  55 

Usable  Uni  t  Prof i le                                  kS  2k 

Non-Response                                              17  8 

Refusals                                                   11  6 

Out  of  Business                                        \k  7 

Unusable  Data                                          _]_  __0 

200  100 


The  RAS  results  show  a  79  percent  usable  response  on  the  Unit  Profile 
part  of  the  survey.     Of  the  17  non-respondents  to  the  RAS  only  3  responded 
with  usable  data  for  the  JOS.     One  of  those  was  located  on  Martha's  Vine- 
yard and  no  attempt  was  made  at  a  personal  visit.     Several  attempts  were 
made  to  see  the  contact  person  at  the  other  two  firms  without  success. 

Of  the  11   refusals,  k  responded  to  the  JOS  via  telephone  follow-up 
and  all  stated  they  did  not  have  time  for  a  personal  visit  on  the  RAS. 

The  RAS  sample  was  fairly  evenly  divided  among  the  nine  size  classes. 
The  smallest  number,   in  Class  2  accounted  for  9  percent  and  the  largest 
number,   in  Class  9,  for  13  percent  of  the  sample. 

While  Class  9  had  the  greatest  number  in  the  sample,  only  6  percent 
of  the  usable  RAS  came  from  that  size  class.     The  largest  response  was  in 
Class  5  which  contained  17  percent  of  usable  response.     When  one  includes 
the  partially  usable  response  (Unit  Profile)   the  Class  9  response  was  13 
percent  of  usable  and  partially  usable  RAS.    Within  size  classes,  usable 
response  was  highest  in  Class  2  (78  percent),  Class  5  (75  percent)  and 
Class  k  (71  percent),  and  lowest  in  Class  9  (27  percent)  and  Class  8  (38 
percent).     The  numbers  indicate  the  relative  difficulty  in  getting  personnel 
people  in  large  companies  to  devote  much  time  to  a  voluntary  survey. 

-  17  - 


RESPONSE  ANALYSIS  SURVEY 
REFERENCE  DATE  MARCH  30,  1979 


DISTRIBUTION  OF  RESPONSE  BY  SIZE  CLASS 


PERCENT  USABLE  USABLE  TOTALLY  UNUSABLi 

OF  TOTAL  WITHIN  UNIT  OR  WITHIN 

EMPLOYER  SAMPLE  SIZE  PROFILE  PARTIALLY  SIZE 

SIZE  CLASS  UNITS  TOTAL  CLASS  ONLY  USABLE  *  CLASS 


1 . 

(1-3) 

10 

ICO 

^5 

20 

65 

35 

2. 

(4-9) 

9 

100 

78 

5 

83 

17 

3. 

(10-19) 

1 1 

100 

65 

26 

91 

9 

k. 

(20-49) 

1 1 

100 

71 

15 

86 

14 

5. 

(50-99) 

12 

100 

79 

8 

87 

13 

6. 

(100-249) 

1 1 

100 

57 

26 

83 

17 

7. 

(250-^99) 

1 1 

100 

38 

2k 

62 

38 

8. 

(500-999) 

12 

100 

38 

33 

71 

29 

9. 

(1000  +) 

13 

100 

27 

50 

77 

23 

TOTAL 

100 

Partially  usable  refers  to  at  least  a  usable  unit  profile  for  -he  respondent. 
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CONCLUSIONS  AND  RECOMMENDATIONS 


Our  recommendations  may  be  summarized  under  the  following  headings: 
method  of  collection;  sample  design  and  maintenance;  the  JOS  schedule. 

A .        Methods  of  Collection 

The  Massachusetts  experience  has  shown  that  the  initial  and 
follow-up  telephone  contacts  are  both  a  necessary  and  cost-effective 
way  of  implementing  the  job  openings  survey.     For  firms  employing 
fewer  than  250,  telephone  collection  of  data  may  be  feasible  as  an 
alternative  to  a  mail  collection.     For  the  very  small   firms,  it 
would  perhaps  be  wiser  not  to  use  the  JOS  questionnaire  at  all,  but 
relay  solely  on  data  collection  by  telephone.     Because  of  the 
complexity  of  organizational  structuring  of  larger  firms,  greater 
recruiting  and  hiring  activity  and  more  complex  record  keeping, 
field  visits  are  recommended  for  follow-up  for  these  establishments. 

In  an  ongoing  survey  in  which  telephone  solicitation  and 
personal  visit  are  primary  means  of  collecting  data,   it  is  further 
recommended  that  staff  be  given  training  in  telephone  and  personal 
interviewing  techniques. 

3 .        Sample  Design  and  Maintenance 

In  order  to  design      a  representative  sample  of  firms,   it  is 
desirable  to  obtain  an  up-to-date  list  of  new  firms  from  which  to 
draw  the  sample.     It  is  suggested  therefore  that  such  other  sources 
of  new  plant  formation  as  Labor  Area  Research,  Employer  Service 
Representatives,  Chambers  of  Commerce,  and  the  Status  Determinations 
Department  of  the  Ul   Service  be  utilized  in  developing  a  sample  frame. 

C .        The  JOS  Schedule 

Because  there  appears  to  be  no  significant  difference  in  the 
response  rate  between  firms  completing  the  short  and  long  survey 
forms,  the  short  form  should  be  eliminated.     Some  members  of  our 
staff  further  recommend  that  an  industry  specific  schedule  be  designed, 
listing  occupations  common  to  that  industry.     A  common  omission  in 
returned  schedules  was  the  total  employment  figure  requested  on  the 
first  page  of  the  questionnaire.     We  feel   that  this   is  due  to  the 
separation  of  this  question  from  the  main  body  of  questions  regarding 
unfilled  job  openings. 

It  is  recommended  that  space  be  provided  for  entering  the  total 
employment  count  in  the  body  of  the  questionnaire  as   it  was  frequently 
omitted  on  the  cover  cage. 
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TABLE  !.     DISTRIBUTION  OF  SAMPLE  BY  RESPONSE  OR  NON-RESPONSE 
REFERENCE  DATES  MARCH  31,  JUNE  30,  AND  SEPTEMBER  30,  1979 


MARCH 


TOTAL 

Usable 

No  Response 

Ref usa 1 

Out  of  Business 
Unusable  Data 
Out  of  Scope 
Non-Ma  i 1 ab 1 e 


NO. 
1233 

961 
135 
46 
75 
13 
1 
2 


PERCENT 
100 

78 
1  1 

4 

6 

1 

0  * 
0  * 


JUNE 
NO.  PERCENT 
100 


SEPTEMBER 
NO.  PERCENT 


1201 

1034 
107 
16 

19 
17 
0 
8 


86 
9 
1 
2 
1 

0 
1 


1 172 

989 
98 
61 
14 
6 
1 
3 


100 

85 
8 
5 
1 
1 

0 
0 


less  than  1  percent 


TABLE  2.     DISTRIBUTION  OF  RESPONSES  BY  METHOD  OF  COLLECTION 


TOTAL 
Mai  1 

Tel ephone 
Personal  Visit 


MARCH 
NO.  PERCENT 
961  100 

393  41 
358  37 
210  22 


JUNE 
NO.  PERCENT 
1034  100 

620  60 
367  35 
47  5 


SEPTEMBER 
NO.  PERCENT 
989  100 

572  58 
417  42 
0  0 


-  20  - 


TABLE  3-     USUABLE  RESPONSE  BY  EMPLOYER  SIZE  CLASS 
AND  BY  METHOD  OF  COLLECTION 
Reference  Date,  March  3',  June  30,  and  September  30,  1979 


MARCH  JUNE  SEPTEMBER 


SIZE 

NUMBER 

TAL 

_] 

!  ;  1 

SIT 

TAL 

_J 

ONE 

9  1  T 

~  1 
< 

ONE 

SIT 

CLASS 

EMPLOYEES 

0 

V- 

> 

Q_ 

> 

> 

1 

1-3 

100 

42 

47 

1 1 

100 

53 

47 

0 

100 

54 

46 

0 

2 

4-9 

100 

29 

62 

9 

100 

46 

52 

2 

100 

50 

50 

0 

3 

10-19 

100 

44 

46 

10 

100 

48 

51 

1 

100 

47 

53 

0 

k 

20-49 

100 

36 

57 

7 

100 

51 

49 

0 

100 

51 

49 

0 

5. 

50-99 

100 

37 

56 

7 

100 

51 

48 

1 

100 

51 

49 

0 

6 

100-249 

100 

43 

34 

23 

100 

65 

27 

8 

100 

58 

42 

0 

7 

250-499 

100 

50 

18 

32 

100 

73 

21 

6 

100 

61 

39 

0 

8 

500-999 

100 

48 

6 

46 

100 

77 

12 

1 1 

100 

78 

22 

0 

Q 

J 

1000  and  over 

100 

40 

2 

58 

100 

80 

6 

14 

1 00 

82 

18 

0 
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TABLE  4.     USABLE  RESPONSE  BY  EMPLOYER  SIZE  CLASS 
Reference  Dates,  March  31,  June  30,  and  September  30,  1979 


SIZE  NUMBER 

CLASS  EMPLOYEES        3-Sl'RVEY  MARCH  JUNE  SEPTEMBER 


No. 

Percent 

No. 

Percent 

No. 

Percent 

No. 

Percent 

TOTAL 

2984 

100 

961 

100 

1034 

100 

989 

100 

1 

(1-3) 

248 

8 

88 

9 

89 

8 

71 

7 

2 

(4-9) 

348 

12 

97 

10 

115 

1  1 

136 

1 

3 

(10-19) 

334 

1 1 

127 

-  13 

114 

1 1 

93 

9 

u 

H 

\C\J    HJ ) 

1  c 

1 5 

1  1  7 

1  Z 

1  CO 

1  c 

i  j 

1  ou 

1  0 

5 

(50-99) 

367 

12 

121 

13 

126 

12 

120 

12 

6 

(100-249) 

365 

12 

116 

12 

116 

1 1 

133 

14 

7 

(250-499) 

308 

10 

95 

10 

112 

1  1 

101 

10 

8 

(500-999) 

291 

10 

96 

10 

110 

1  1 

85 

9 

9 

(1000  +) 

294 

10 

104 

1 1 

100 

10 

90 

9 

TABLE  5.     USUABLE  RESPONSE  BY  EMPLOYER  SIZE  CLASS  AND  BY  METHOD  OF  COLLECTION 

(A)     Size  Class  1   (1-3  Employees) 

MONTH  TOTAL  RESPONSE  MAIL  PHONE  VISIT 


1979 

No. 

Percent 

No. 

Percent 

No. 

Percent 

No.  1 

3ercei 

TOTAL 

248 

100 

122 

49 

116 

47 

10 

4 

MARCH 

88 

100 

37 

42 

41 

47 

10 

1  1 

JUNE 

89 

100 

47 

53 

42 

47 

0 

0 

SEPTEMBER 

71 

100 

38 

54 

33 

46 

0 

0 

AVERAGE 

82 

100 

41 

49 

38 

47 

3 

4 
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TABLE  5.     USUABLE  RESPONSE  BY  EMPLOYER  SIZE  CLASS  AND  BY  METHOD  OF  COLLECTION 

(B)     Size  Class  2  (4-9  Employees) 


MONTH  TOTAL  RESPONSE         MAIL  PHONE  VISIT 


1979 

No. 

No. 

Percent 

No. 

Percent 

No. 

Percei 

MARCH 

97 

28 

29 

60 

62 

9 

9 

JUNE 

115 

53 

46 

60 

52 

2 

2 

SEPTEMBER 

136 

68 

50 

68 

50 

0 

0 

TOTAL 

348 

149 

43 

138 

54 

1  1 

3 

(C)     Size  Class  3  (10-19  Employees) 


MONTH 

TOTAL  RESPONSE 

MAIL 

PHONE 

VISIT 

1979 

No. 

No. 

Percent 

No. 

Percent 

No.  Percent 

MARCH 

127 

56 

44 

58 

46 

13  10 

JUNE 

114 

55 

48 

58 

51 

1  1 

SEPTEMBER 

93 

44 

47 

49 

53 

0  0 

TfiT  A  1 

1  U  1  AL 

334 

155 

47 

165 

49 

1  Z±  L 

(D)  Size 

Class  4  (20- 

-49  1 

imp loyees) 

MONTH 

TOTAL  RESPONSE 

MAI  L 

PHONE 

VISIT 

1979 

No. 

No. 

Percent 

No. 

Percent 

No.  Percent 

MARCH 

117 

42 

36 

67 

57 

8  7 

JUNE 

152 

78 

51 

74 

49 

0  0 

SEPTEMBER 

160 

82 

51 

78 

49 

0  0 

TOTAL 

429 

202 

47 

219 

51 

8  2 

(E)     Size  Class  5  (50-99  Employees) 

MONTH 

TOTAL  RESPONSE 

MAIL 

PHONE 

VISIT 

1979 

No. 

No. 

Percent 

No. 

Percent 

No.  Percent 

MARCH 

121 

44 

37 

68 

56 

9  7 

JUNE 

126 

64 

51 

60 

48 

2  1 

SEPTEMBER 

120 

61 

51 

59 

49 

0    .  0 

TOTAL 

367 

169 

46 

187 

51 

11  3 

23  - 


TABLE  5.     USUABLE  RESPONSE  BY  EMPLOYER  SIZE  CLASS  AND  BY  METHOD  OF  COLLECTION 

(F)     Size  Class  6  (100-2^9  Employees) 


MONTH  TOTAL  RESPONSE      MAIL  PHONE  VISIT 


1979 

No. 

No. 

Percen  t 

No. 

Percent 

No. 

Percer 

MARCH 

116 

50 

A3 

39 

3A 

27 

23 

JUNE 

116 

76 

65 

31 

27 

9 

8 

SEPTEMBER 

133 

77 

58 

56 

k2 

0 

0 

TOTAL 

367 

169 

he 

187 

51 

1 1 

3 

(G)     Size  Class  7  (250-^99  Employees) 
MONTH  TOTAL  RESPONSE      MAIL  PHONE  VISIT 


1979 

No. 

No. 

Percent 

No. 

Percent 

No. 

Percer 

MARCH 

95 

kS 

50 

17 

18 

30 

32 

JUNE 

112 

82 

73 

23 

21 

7 

6 

SEPTEMBER 

101 

62 

61 

39 

39 

0 

0 

TOTAL 

308 

192 

62 

79 

26 

37 

12 

(H)     Size  Class  8  (500-999  Employees) 


MONTH 


TOTAL  RESPONSE  MAIL 


PHONE 


VISIT 


1979 

No. 

No. 

Percent 

No. 

Percent 

No.  Percent 

MARCH 

96 

k6 

k8 

6 

6 

kk  k6 

JUNE 

110 

85 

77 

13 

12 

12        1 1 

SEPTEMBER 

85 

66 

78 

19 

22 

0  0 

TOTAL 

291 

197 

68 

38 

13 

56  19 

(1) 

Size  Class  9  (1000  + 

Employees) 

MONTH 

TOTAL  RESPONSE  MAIL 

PHONE 

VISIT 

1979 

No. 

No. 

Percent 

No. 

Percent 

No.  Percent 

MARCH 

104 

k2 

ko 

2 

2 

60  58 

JUNE 

100 

80 

80 

6 

6 

]k  \k 

SEPTEMBER 

90 

Ik 

82 

16 

18 

0  0 

TOTAL 

23k 

196 

67 

2k 

8 

7k  25 

-  2k  - 
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needed  to  make  the  results 
of  this  survey  comprehensive, 
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L. 


UNIT  PROFILE 


Address  Label 


(1-28) 


Ident 
10 


(29-30) 


RAS 

Response  Code 


(30-31) 


Unit  Verification 

1.     Is  the  reporting  unit  the  same  for  the 
RAS  as  for  the  original  JOS? 

If  "no"  on  i.,  complete  the  following: 

a.  Total  employment  from  RAS  collection 

(As  of  pay  period  including  March  12,  1979) 

b.  Number  of  physical  units  included  for  RAS 

•  c.  Reason  for  difference  in  reporting  unit 
from  original  collection 


Yes  -1 


No- 2 


(32) 


(33-38) 


(39-40) 


BLS  3115. A     (February  1979) 
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itx^ac  indent  \v  j 

UNIT  PROFILE  QUESTIONS 

Note  to  interviewer: 

Answers  to  questions  1-3  and  6-7  may  vary  according  to  job 
category,  e.g.,  different  processes  apply  to  executives  or  professionals. 
The  schedule  contains  two  sets  of  these  questions, one  for  the  '•standard" 
employee  and  one  for  another  job  category.  Additional  sets  of  these 
questions  are  available  separately. 

Is  the  principal  respondent  located  in  the  Personnel  Office? 

Yes    No  

If  "No",  specify  principal  respondent's  office. 
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Attachment  (B ) 


Recruiting  and  tiiring 

A.    Standard  employee  or  (specify) 


.   1-A,  Which  office  in  your  organization  has  responsibility  for 

a.  authorizing  job  openings,0.  recruiting,     c.  screening  applicants, 
d.  selecting,    e.  hiring,    f.  record-keeping? 

/  Not         Organiza-  '   Personnel  Other  admin.    Admin,  office  Other 

per  line)  required    tional  unit     Office     Office  (same    (higher  level)  (Soeci: 


a.  Authorizing  job  opening 

b.  Recruiting  .  

c.  Screening 

d.  Selecting 

e.  Hiring 

f.  Record-keeping   


2-A.  When  is  the  Personnel  Office  notified  that  recruiting  for  a  position  is  being 
•  undertaken?    How  consistently  are  you  notified? 


Most  of 

Always         the'  time        Sometimes  Never 


a.  Personnel  office  recruits 

b.  No  recruiting  until  approved 

by  Personnel  Office 

c.  Approximately  same  time 

as  recruiting  begun 
-d.  Between  start  of  recruiting 

and  selection 
e.  After  selection  made 
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Attachment  (B-) 

3-  A.  When  is  the  Personnel  Office  notified  of  a  new  hire?    How  consistently 

are  you  notified? 

Most  of 

Always         the  time      Sometimes  Never 

a.  Personnel  Office  hires  or    

must  approve/authorize  all  hires 

b.  Approximately  same  time  as  offer         

made  to  job  candidate 

c.  Between  time  of  offer  and  first         

day  of  new  employee 

d.  On  or  after  first  day  of     '   1_   

new  employee 

4-  A.    Are  there  individual  units/departments  for  which  the  recruiting  and/or 

hiring  process  differs  from  that  covered  above? 
If  so,  explain  the  differences  briefly. 

Unit  Explanation 
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5-A.  Do  you  recruit  only  for  specific  openings,  or  do  you  recruit  in  other 
situations,  such  as  .anticipated  needs? 

Check  in  which  of  the  following  cases  you  recruit  and  with  what  freauency. 

Most  of 

Always  the  time        Some  tiroes  Never 

a.  Specific  opening  currently  available         

b.  Specific  opening  with  future         

starting  date 

c.  Nonspecific  opening  in  occupation    •    '    

with  anticipated  turnover 

d.  Talent  search  with  no  specific  opening         

e.  Other  (specify)  .     
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Attachment  ( B ) 

■  • 

B.  Job  Category  (specify)   

1-  B.   Which  office  in  your  organization  has  responsibility  for 

a.  authorizing  job  openings, b.  recruiting,     c.  screening  applicants, 
d.  selecting,     e.  hiring,     f.  record-keeping? 

Admin . 

Not         Organiza-       Personnel    Other  admin.    Office  Other 
'   ,.  required     tional  unit      Office     Office  (same    (higher  (Specif} 

level )  level )   

.a.  Authorizing  openinas             

b.  Recruiting   .      __       

c.  Screening   '  _      _____ 

d.  Selecting  ______          . 

e.  Hiring  _.            

f.  Record-keeping            ' 

2-  B.  When  is  the  Personnel  Office  notified  that  recruiting  for  a  position  is 

being  undertaken?    How  consistently  are  you -notified?  - 

Most  of 

Always         the  time  •       Sometimes  Never 

a.  Personnel  office  recruits  ,        

b.  No  recruiting  until         

■  approved  by  Pers.  Office 

c.  Approximately  same  time         

as  recruiting  begun 

J.  between  start  of  recruiting    "      

and  selection  , 

■  e.  After  selection  made         
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-  Attachment  {B) 

3-  B.  When  is  the  Personnel  Office  notified  of  a  new  hire?    Hctf  consistently 

are  you  notified? 

Most  of 

Always         the  time        Sometimes  Never 

a.  Personnel  Office  hires  or         

must  approve/authorize  all  hires 

b.  Approximately  same  time  as  offer         

made  to  job  candidate 

-  c.  Between  time  of  offer  and         

first  day  of  new  employee 

d.  On  or  after  first  day  of  .         

new  employee 

4-  3.  Are  there  individual  units/departments  for  which  the  recruiting  and/or 

hiring  process  differs  from  that  covered  above? 
If  so,  explain  the  differences  briefly. 

Unit      ^  Explanation 
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5-B.  Do  you  recruit  only  for  specific  openings,  or  do  you  recruit  in  other 
situations,  such  as  anticipated  needs? 

Check  in  which  of  the  following  cases  you  recruit  and  with  what  frequency. 

Most  of 

Always  the  time        Sometimes  Never 

a.  Specific  opening  currently  available    

b.  Specific  opening  with  future         

starting  date 

c.  Nonspecific  opening  in  occupation    ;      

with  anticipated  turnover 

d.  Talent  search  with  no  specific  opening      

e.  Other  (specify)   
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A^tacnmenx  {ts). 
Record-keeping 

A.    "Standard"  employee  or  (specify)   

6-A.    What  source  of  information  is  available  to  you  for  classifying  job 
openings  with  respect  to  occupation,  availability,  and  the  other 
aspects  listed  below? 
What  source  is  available  for  new  hires? 

Formal           Informal           Memory  Indirect 
records         records  contact 
Occupation         

Active  recruiting         

Available  j        

Outside  the  firm         

Length  of  time  vacant         

Tull-time  vs.  part-time    .     

Permanent  vs.  temporary  .         
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Attachment  (B  ) 


7-A.  What  types  of  records  are  available  to  you  for  job  openings  information? 
How  long  are  these  records  retained? 


No  records     '/  / 


Check  if 
available 


Job  descriptions 


Recruiting  materials 

Log  or  1 ist  of  job 
 vacancies   

Requisitions  or  job 
orders  

Other  (specify) 


No.  of  Days  Retained 

22-2^ 


1-7    8-14  I  15-21 


29  or 

nore 


Starting  from 


Time 
vacancy 
filled  or 


cancelled  month 


End  of 


3-A.  Are  there  units/departments  not  covered  by  the  record-keeping  practices 
described  above?    If  so,  explain  the  differences  briefly. 


Unit 


Explanation 
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B.  Job  category  (specify)   \ 

6-B.What  source  of  information  is  available  to  you  for  classifying  job  openigs 
with  respect  to  occupation,  availability,  and  the  other  aspects  listed 
below? 

What  source  is  available  for  newhires? 

Formal              Informal  Indirect 

records            records  Memory  contact 

Occupation         

Active  recruiting         

Available         

Outside  the  firm    "r       

Length  cf  time  vacant             ,  ,       . 

Full-time  vs.  part-time     _d    

Permanent  vs.  temporary         

New  hires  -  number   _j    

New  hires  -  occupation     
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7-8.  What  types  of  records  are  available  to  you  for  job  openings  information? 
How  long  are  these  records  retained? 

No  records  7~T 


Check  if 

oVO 1  IODIC 

0 

No. 
1-7 

of  D 
8-14 

ays  Retained 

i         1  29  or 
15-21  1  22-28  more 

Startint 
Time 
vacancy 
in  icu  or 
cancel  1 ed 

3  from 

Lna  u  t 
month 

Job  descriptions 

Recruiting  materials 

- 

Loq  or  list  of  job 
vacancies 

Requistions  or  job 
orders 

Other  (specify) 

-  — i 

i  1 

8-5.  Are  there  units/departments  not  covered  by  the  record-keeping  practices 
described  above?    If  so,  explain  the  differences  briefly. 

Unit  Explanation 


) 
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9.    Would  it  be  possible  to  assemble  information  about  all  vacancies  at  one 
point  in  your  establishment  to  accomodate  future  reports? 

D       A/Yes  □  b/No 
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